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Job Description


	Job title
	Progress Tutor

	Team
	The post holder will be a member of the Aspire team

	Reports to
	Senior Progress Tutor

	Remuneration
	Band 6 range 15-17 of the NJC pay spine for Support Staff (pro rata to reflect reduced working arrangements) 

	Terms and conditions
	Operations staff



Overall focus 
Work collectively with all colleagues to support HNC’s Vision and Mission and to embody HNC’s values and behaviours. 
 
Duties and responsibilities 
Your duties and responsibilities are detailed, and you may also be required to undertake additional tasks, as may reasonably be expected and commensurate with the role, including evenings and Saturdays, in line with published calendar requirements. 

Delivery of Aspire programme
· Deliver an agreed induction and Aspire programme, following guidance of Senior Progress Tutor team
· Typically Aspire sessions are delivered twice per week to each assigned Progress tutor group

Student Monitoring 
· Manage a caseload of 150-170 tutees (7 groups)
· Monitor attendance, behaviour and commitment of tutees and intervene as appropriate through implementation of the Attendance, Behaviour and Commitment Policy
· Monitor wellbeing of students and respond as required to requests of safeguarding team
· Accurately record all intervention on CEDAR
· Communicate as required with parents/carers to support their understanding of any concerns raised
· Meet regularly with Senior Progress Tutor to update on intervention, discuss appropriate and timely use of contracts, calls home and parental meetings 

Progression Support 
· Support students to complete accurate and timely UCAS applications by providing feedback on personal statements and composing UCAS references using input from subject teachers to appropriately reflect their suitability for their chosen course  
· Support students to explore alternative progression and signpost to the careers team and external sources to support their applications for apprenticeships and employment 
· Support Careers events and trips which enhance students’ progression opportunities

Admissions, Enrolment & Course Changes
· Interview prospective students and act as a Quality Assurance Checker for applications and enrolments
· Support students and accurately record all intervention during the change of course process 


Wider contribution to HNC 
· Operate at all times within College policies, procedures and protocols 
· Meet and embody all professional standards as applicable to role; Teaching, Operations, Managerial
· All staff must have a clear understanding of the following key policies; Staff Code of Conduct, Health and Safety, Safeguarding and IT Acceptable and Safe Use and Equal Opportunities
· Encourage positive student behaviour to ensure a harmonious and safe environment 
· Proactively engage in professional development
· Understand the College’s mental health support initiatives, signposting students and colleagues where appropriate





	Person Specification

	Essential Criteria 
	Desirable Criteria
	Method of Assessment

	Qualifications, Education, Training

	Honours degree (or equivalent) in a relevant subject
	Degree class 2:1 (or equivalent) or better
	Application

	
	A recognised teaching qualification (either completed or in the process of completing)
DfE 11-16 / 11-18 PGCE with QTS
	Application

	
	Recent relevant in-service training
	Application

	Relevant Experience

	Commitment to supportively challenging young people to become their best selves
	Experience of supportively challenging young people to become their best selves 
	Application

	Commitment to the pastoral care of young people
	Experience of working with students in a pastoral capacity within an educational setting (for example, as a form tutor, progress tutor, head of year or similar role)
	Application

	Understanding of the variety of progression pathways available to young people after Level 3 study
	Experience of supporting students through the UCAS application process

	Application

	Experience of having honest conversations with key stakeholders 
	Experience of having honest conversations with key stakeholders regarding student attendance, behaviour, commitment and wellbeing
	Application

	Knowledge and Skills

	Knowledge of recent issues and challenges relating to 16-19 year olds
	Knowledge of active learning and teaching styles and the ability to inspire a love of learning 

	Application
Assessment Centre

	Ability to exercise effective behaviour management skills and ensure good student behaviour
	
	Assessment Centre

	Excellent IT skills, including MS Office
	
	Assessment Centre

	Effective inter-personal and communication skills (written and verbal)
	
	Assessment Centre

	Ability to contribute positively to teams
	
	Assessment Centre

	Excellent organisational and administrative skills, with the ability to manage own time and meet demanding deadlines
	
	Assessment Centre

	Attitude and Personal Qualities

	Commitment to HNC vision, mission, values and intent 
	
	Assessment Centre

	Suitable to work with children up to the age of 18
	
	Enhanced DBS clearance & online vetting checks

	Commitment to demonstrating a responsibility for safeguarding and promoting the welfare of young people
	
	Assessment Centre
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